Invitation to attend final formal meeting about performance
Add/delete information in brackets as appropriate
[add address]
[add date]
Re: Invitation to attend final formal discussion about your performance
Dear [add name]
I am writing to invite you to a meeting at [place] on [date] at [time]. 
We’re planning to discuss your performance in the context of our ongoing review of the standards that you’re achieving, with a view, potentially, to issuing you with a final formal warning about your performance levels.
The meeting forms part of our formal performance improvement procedure. It follows the informal discussion between you and [specify person] on [date] about our concerns with your current standards of performance, a subsequent meeting on [date of the first warning meeting] and your first formal written warning notice dated [date].
In our earlier warning notice letter to you, and in the meetings that have previously taken place, we set out the standards of performance that name of your business expects you to meet. We are concerned that you have not managed to attain these.
In particular, [specify your concerns].
We are therefore keen to discuss these concerns with you.
You will be given every opportunity in the hearing to respond to the Company’s concerns in relation to the above issues. You should be aware, however, that the hearing may result in a formal written warning in accordance with the Company’s performance procedure.  

You have the right to be accompanied at this hearing by a work colleague or a trade union representative.  Please advise me by [add date] if you wish to exercise this right and the name of the person who will attend the hearing with you, so that I can make any necessary arrangements.  

[specify person] will take responsibility for chairing this coming meeting.
Please refer to [name of your business’s] performance improvement policy, which you’ll find [specify location], for more information about how we handle this process.
In the meantime, please confirm that you have received this letter and that you will attend at the time stated above. If, for any unavoidable reason, you cannot attend at that time, please contact me as soon as possible.

Yours sincerely,
[add name]
[add title]


